Welcome to Employee Level
Payroll Entry




What Is DCDS?

Data Collection Distribution System

»Collects Timesheet Data

»Collects Information on
Payroll Distribution




Getting Started!

There are several ways DCDS may have been installed on your workstation.
Some methods have provided desktop icons, some have not. If you have a
desktop icon for DCDS, it may be used. If not, start DCDS with whichever of
the click paths below is available to you.

o Click Start | State Applications | DCDS

'ﬁ State Applications »
=1

e

o Click Start | Programs | DCDS

* Click Start | FIA Applications | DCDS

l | Fla, Applications
(=1




Enter your User ID, usually your e-mail name. (It will
show as CAPITAL letters.)

Enter your Password.
Focos 03.03.01 ===l

File Edit Options Funots=s

User ID: YOURIDHERE

Password: [w—




Pick A New Password

“ Change Paszword

TR Y OURIDHERE

Enter your current password: mﬂ*
S ——
R — =




How to Change Your Password

Focos 03.03.00

File  Edit | Options Funchtions Paramz Beports Window  Help

Dizplay Lzer Securty
Securty 3

Change Pazzward

Haurs Entry
Haours by CB Entry
Surnmary Bty

Agency Ophiong
Tk Optionz

If you wish to change your password, CLICK...

Options

Change Password



How To Request Leave

= \What screen to use

* Reviewing leave
palances

é\':\c\\\ = How to enter requests
‘A\; = Comments

Y

= Submitting for approval
= E-mail notification

&.



To request leave:
=Click Functions

"Employee Leave/OT Request

File Edit Option: WMy Faram: Reportz: Window  Help

Drata Collection

& pproval-Superizar
& pproval-Central

Drata Collection | nguiny
TEU Prozessing
Leaye/@T Inguiny
Leave/0T Reguest

Ermnployes D ata Collection

Employee Leave/0T Reguest
Emplayes Tar A |Liskrment

[ ata Colleshan Adustment




The SSN field shows a version of your
Employee number. Verify It.

Click Select

DCDS 03.03.01
File Edit QOptionz Functio

“Leave!ﬂvertime Rem="

Faramz Reportz window Help

Selection

Detail |

Selection Criteria

Dept| | =l Ay

Click Detall

S5M Your # Name:|

H Selection List
] |

LITTLE. LORI S

Appt Date Dept Agy TEU
11422000 349 01 ns4




DCDS 03.03.01

Eile Edit Options Functions Paramz Beportz Window  Help
“ Leave/Overtime Request

Selection Detail Comments

Dept: 39 Agy: 01 TEU: 054
Name: LITTLE. LORI S SSN:

Hours Type PP End Date Approved By Date Submitted Status

|.-'-‘-.NLH-" |2.-"'IE.-"2EIEIE ADAMSTE M.A6/02 09:53 APFR
Februan

03 04 05 1] a7 g 09 10 11 12 13 14 15 16
Sun Mon Tue Wed Thu Fni Sat Sun Mon Tue Wed Thu Fn Sat Total

I e o O T Oy By R YT
nd D ate Approved By Date Submitted Status {
fles2/2002 h 00./00/00 00:00

25 2B 27 28 29 a0 1 o 02
ue Wed Thu Fni Sat Sun Mon Tue Wed Thu Fn Sat

3 AN AN N N NN N o N N (N N
Available Balance
Balance Last Updated

For Pay Feriod Hours 1ype
orfenfzo0e - 02/02/2002

AMLY 23b.h 01287200
] Y 2370 07/28/200)5

»Click the New Button
»Select Hours Type and Pay Period Ending Date



“ Leave/Overtime Hequest

Selection Detail Comments

Dept: 39 Agy: 01 TKU: 054 Exal I lple Of
Name: LITTLE, LORI S SSN:
e o Hours Type

Hours Type PP End Date Approved By Date Submitted

[AHLY [2/18/2002 ADAMSTE 016402 093:53 APPR

February
K 04 05 0e a7 na 04 10 11 12 13 14 15 16
Sun Mon Tue Wed Thu Fn  Sat Sun Mon Tue Wed Thu Fn Sat Total

NG - NN N G Y N s L T

Howrs Type PP End Date Approved By D ate Submitted Status

[2/272002

JanLy ahMUAL LEAYE

SKLY SICK. LEAVE

A0M1 ADMINISTRATIVE SHIFT 1
|aDMz  ADMINISTRATIVE SHIFT 2 le
A0M3 ADMINISTRATIVE SHIFT 3 e

00,0000 00:00

28 29 an K] m nz2 i
on Tue Wed Thu Fn 5Sat Total

For s =

H Leave/Overtime Request

Selection Detail Comments

ARLY Dept: 39 Agy: 01 TKU: 054
Sk Name: LITTLE. LORI S 55N Len i cois

\FE—a—ra o Taca S eSS

Hours Type PP End Date Approved By Date Submitted Status
F |T, [&NLv [2/T6/2002 ADAMSTE 01/16/02 0953 APPR
Februarny
03 04 05 06 07 ng 09 10 11 12 13 14 15 16
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total
P e 0 1 & 0 ‘& | | ‘| | | 80
Hourz Type PP End Date Approved By Date Submitted Status |

24242002 00400400 0000

January 02
20 21 22 02/16/2002 25 26 27 28 29 an 1| ) 0z

Sun Mon Tue Frni Sat Sun Mon Tue Wed Thu Fn Sat Tl:it.=.||E
03/02/2002 | N N N N N Iy

03A16/2002

Example of Pay

o Available Balance
Pe ri Od For Pay lna;zneone | Jurs 1¥Pe 'giance Last Updated
1 ojenfzooz - w,.w,wj
End I ng Dates ANLY 236.8 01/28/200

- Skl 237.0 EIUZE,"EDD
<f-) submitff] ricw | Detete]] Save [] Close



H Leave/Overtime Request

Selection Detail Comments

Dept: 39 Agy: 01 TELU: 054
Name: LITTLE. LORI 8 SSN: Enter
Hours Type PP End D ate Approved By Date Submitted Status

[BNLY [z/16/2002 ADAMSTE 01416402 09:53 APPR number of

February
03 04 05 3 07 na 03 10 11 12 13 14 15 16 hours

Sun Mon Tue Wed Thu Fn Sat Sun Mon Tue Wed Thu Fn Sat Total
N O o e ey Ny T

Hours Type PP End Date Approved By Date Submitted Status

[SKLY [3/16/2002 00400400 00:00
b arch

03 04 [1L2] 0& o7 na 09 1a 1 12 13 14 15 16 ]
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total :

A NN U N N N N U= N | Ny

Available Balance
Balance Last Updated

ALY 01/258/200
Sk IDUEBJEDD Enter
Comment

For Pay Period Hours 1ype
01202002 - 0270272002

Enter Start and =
End time of Leave e i tom s>

Houwurs Type Dap D ate Start Time End Time Comments

hours wed  Mar13 [Z:00 30

Dr Appointment

Click on Save

Click on Submit




The following kinds of leave
must have comments!

e Start and End time for all
leave hours

e Sick leave/FMLA - reason

e Administrative leave - reason
e Jury duty - reason

e Union business - reason



Per DIT Human Relations
Management

There are ONLY 3 acceptable comments for
Sick Leave usage.

1. Personal illness
2. Family illness

3. Dr. Appointment

NOTE: The acceptable comments above are for DIT staff only. All
other Department/Agency staff. contact your Human Relations
Management for clarification of appropriate comment entries.



Notification to Supervisor

Clicking the Submit button automatically
notifies the supervisor of a leave request
through the state email system.

Supervisor then must
access the DCDS program
to approve/reject the

P
request \

L P



Approval/Rejection of Leave
Requests

When your supervisor has approved the request, the
DCDS system will AUTOMATICALLY place the leave
or overtime directly on your timesheet.

DO NOT remove or add leave or
overtime directly on your timesheet.

When your leave has been approved/rejected,
an e-mail is automatically generated notifying
you of the response.

Make sure to update your regular hours so
that the total of regular and leave hours for a
day equals your normal hours.



After supervisor has

processed:

Detail Comments
Dept: 38 Agy: 01 TKU: 0564
Name: LITTLE. LORI S SHNM:
Hours Type PP End Date Approved By Date Submitted Status -
|ﬂ.N L |:| |E£2HEDD2 |:| ADAMSTE 01/23/02 0917 APPR
Januan
200 21 22 23 24 25 26 7 23 29 a0 H ) 0z
Sun Mon Tue Wed Thu Fn Sat n Mon Tue Wed Thu Fn Sat otal
| SN Y I I My ) — Y NN Y O M — 6.0
Hours Type PP End Date Approved By Date Submitted Status
|.-'-‘-.H L |:| |E.-"1 B/ 2002 |:| ADAMSTE 01116402 09:53 APPR
Februam
03 04 05 0& av 03 03 10 11 12 13 14 15 16

Sun Mon Tue Wed Thu FriSat Sun Mon Tue Wed Thu Fn 5Sat Total _

S| I ) ] [NY IR RNY Y Ry . [ 80 iv

Approval or rejection will be listed on

your leave reguest



To remove leave requests

“ Leave/Overtime Bequest

Selection Detail Comments

Dept:. 39 Agy: D1
Name: LITTLE. LORI S
Hours Type PP End Date Approved By D ate Submitted

AR [~ | 2/16/2002 [~ ADAMSTE M1 AEA02 0953

Februany
03 04 05 (1[5 o7 0s 09 10 11 12 13 14 15

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri

16
S5at Total

P s 00 0 0 1 | 1 ] | |

e

Hours Type PP End Date Approved By Date Submitted

00/00/90 00,00

Februany
03 04 05 06 o7 03 03 10 11 12 13 14 15
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri

Status

16
Sat Total

M NN NN N N N (v v gy

|40

Available

Balance

For Pay Period  Hours Type “3/9'9°" Last Updated

01/20/2002 - DZ2/0:/2002
01 /28,200
1,-"28,-"EEID

»Click New
»Pick Hours Type and Pay Period Ending Date

»Enter the amount you wish to delete as a negative

>»Enter Comments > Save >»Submit



The Supervisor Approval
Process will then be repeatged

e E-mail notification to Supervisor =

e Supervisor accesses DCDS to approve

e E-malil back to employee verifying approval

e DCDS removes leave from the timesheet



Your Timesheet

DCDS 03.03.01

File Edit Optons | Functions FParams  Beports Window  Help

Drata Collechion
Approval-Superizor
Approval-Central

[rata Callection [nguiny
TEU Procezzing
Leave /0T [nguin
Leave/0T Request

Ermployes Data Collection Sdjustrent

1. Click on Functions _
2. Select Employee Data Collection



Selection Time | Activity Equipment | | Emp Info

Selection Crntena

Dept 38 [[®]  Agv ; [zl PPEndDate:[2716/2002  |=]

S5N: [099.99 9999 "‘

Selection List
Mame SS5H  Agy TEU EHDt Exempt TA Act Equip Invy

LITTLE, LORI 5 0 054 114242000 i Ny

r Department, Agency and TKU Number will Appear
Select the pay period ending date
Click Select

Your name should appear



Time - your timesheet

Emp Info - leave balances - general info
Timesheet history

Selection Time Activity Equipment Emp Info

Selection Crntena

Dept: |35 |. Ay (01

SSN: [999.99.9999

THEL: (054

Zl PPEndDate: [2716/2002  [7]

Selection List
Mame SS5H  Agy TEU EHDt Exempt TA Act Equip Invy

LITTLE, LORI 5 01 054 114242000 i by
Y - Saved
S - Submitted

Status of your timesheet

A - Approved



Example of Employee Info

“Emplu}lee Data Collection

Selection

Leave Balance

For Pay Period

nz3/2002 - 02A6/2002

myzofzo0z - 024022002

Activity

. Equipment .

. Emp Info

History

Eff Dt: 1141272000 PP EndDt: 0341672002 Ver: 0 Adj Typ

Dept. Agency

K

Hours Type

ANLY 2377
SkLY 241.0
SCHL 8.0
CONTINUOUE 477575

AMLY 2366
Skl

| General Info | Leave Balance Std Distribution

T

General Info

|

Available
Balance

(Amount Accrued = 7.1)

' E;up;; mel helete

Balance

Last Updat

gefogf2one
0zfogfzo02
gefogf2one
0zfogfzo02

01/2ef2002
ofzgef2002

—

Leave Balance



Example of a Timesheet

Month: Februarn
Hours Sum 17 18 19 20 A 22 23 Wkly 24 2 k27 28 M 02 Wwkly PP
Type Total 5 W W Th F 5 Total 5 T W Th F 5 Total Total

REG1 | . 0| sof a0 32.0 80| 80) 80| &0 &0 4000 720
8.0 8.0
4.0 40 4.0

20 &80 80 20 20 . 120 80 80 80 80 440 840

Hours Entry Coding Block | Comments | | Errors | Display

Holiday Hours: record holidays as 8 houn |, HOL1, not REG1

- use ANLV or SKLV on holiday as well&if working long days
Review for Regular Hours Reduction
Review for Errors




Your Timesheet

e Leave requests must be approved and
recorded by the system on your
timesheet before submitting the
timesheet

* Review for Missing Comments

« Update Hour Types as needed (Holiday,
hours worked, hours not worked)



Month: Maich
Hours cym 013 04 05 06 07 08 03 wkly 10 11 12 13 14 15 1E wWkly PP
Type Total 5 M T W Th F 5 Total 5§ W T % Th F 5 Total Tatal

e.n‘ a.n‘ aol ao e.z‘ 40.0 Il I I X 400 80.0

If Everything Looks OK
Then...

Totals: 2.0 80 80 80 &0 40.0 80 80 80 B0 B0 400 80.0

El
Hours Entry Coding Block | Comments | | |

Click Save

Click Submit



Notes to Remember

You may save as many times as needed, but can
only SUBMIT once.

Do not add, change, or remove Leave Hours directly
on your timesheet. Process through the
Leave/Overtime Request. However, you will need to
adjust or update your regular time so the
combination of all time on a given day equals the
number of hours normally worked on that day.

You cannot modify a timesheet after submission; only
the Timekeeper or Supervisor can.



What happens after you
submit your timesheet?

Your timesheet Is automatically forwarded to

your su

Once a
the Em

pervisor for approval.
oproved, the letter A will be placed on

nloyee Data Collection Selection Tab.

The timekeeper reviews for errors, completes
the audit.

Human

Resources certifies and releases for

payroll processing.



Payroll 1Is Completed!

Questions? Consult your Timekeeper, or

call the MAIN Help Desk:

Toll Free: 1-800-856-6246
Local: 517-373-6222
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